500 Main Street 
West Chester, PA 19380 

September 22, 20XX 

Mr. John Smith
Ajax Communications
22 Cambridge Ave. 
Philadelphia, PA 19104 

Dear Mr. Smith: 

I am writing to apply for the current internship opportunities available at Ajax Communications, which I learned about through the company’s website.  Because I am pursuing a Bachelor of Arts in English (Writings Track), I am interested in social media, marketing, and public relations positions. I would like to work for Ajax Communications because of your reputation in the industry and your focus on inclusivity and social justice. 

My past and current experiences in social media and advertising have taught me the importance of visual storytelling, and, through this medium, I have learned how to effectively communicate with clients.  I have successfully performed outreach through multiple platforms including Instagram, Twitter, YouTube, and Pinterest.  I continue to learn the importance of creativity during advertisement execution as a current intern at a commercial production agency. 

I have also recently worked at the New Student Programs Office at WCU, where I conducted outreach on campus, delivered presentations, and provided administrative support.  With all my experiences, I have found that I excel in providing the utmost detail in both my written and verbal communication.  My ability to balance multiple projects and my capacity to adapt well when working with others leads me to succeed in all tasks I take on. 

I am confident that my experiences and education have me well-positioned to contribute to your team.  Thank you for your time and consideration, and I look forward to hearing from you. 

Sincerely, 
Ramuel Chester 















Adapted with permission from a WCU alumna


45 Main Street 
West Chester, PA 19380 

September 22, 20XX 

Ajax Widgets Company 
1223 Foster Ave
West Chester, PA 19382 

Dear Hiring Manager, 

I am applying for the web developer position that was advertised via the Handshake this week. I will graduate in May 20XX with a Bachelor of Science in Computer Science. I am interested in working for a small company whose mission is to help other small business thrive. The position is a strong fit with my experience and interests, and I am very enthusiastic about applying for consideration. 

Your position requires skills in various types of programming and software used in web development. My academic program emphasizes C, C++, .NET, PHP, Visual Basic, Assembler, Java, and MSSQL. In addition, I have extensive experience using the Adobe Creative Suite and several photo editing packages. My internship experience as a department computer consultant gave me exposure to PC and Mac OS platforms. I gained knowledge of enterprise systems, content management systems, and e-commerce operations.  I am genuinely interested in the position because it utilizes my skills and areas of expertise directly; additionally, through the rotational training and management track you provide, I will develop new skills and be on a good path for advancement within Ajax Widgets.   

My background and career goals match your job requirements well.  I would love the opportunity to interview for this position to further discuss my qualifications and interest in joining your organization. Should you need additional information, please contact me at (610) 345-6789 or RC12345@wcupa.edu. Thank you for your consideration, and I look forward to hearing from you.

Sincerely, 
Rammy W. Chester 


















Adapted with the permission of National Association of Colleges and Employers (NACE), copyright holder
500 Main Street 
West Chester, PA 19380 

September 22, 20XX 

Ms. Joan Carter 
Ajax Communications 
122 Cambridge Ave.
Philadelphia, PA 19104

Dear Ms. Carter: As an Accounts Payable & Receivable Specialist, I offer a proven ability to accurately process invoices, payments, reimbursements, and tax reports. I quickly learn and adapt to software changes and updates and help team members resolve issues and problems they are having with data input and processing. I would like to work for your company to continue to grow my skills and move into a managerial role. 

Over the course of my eight-year career, I have handled biweekly accounts payable processing of checks and ACH payments. I have also reconciled payments made to accounts payable software and addressed any discrepancies that arose. As a result of these tasks, I have developed excellent communication skills. My leadership skills have been honed by successfully supervising up to five interns every year. 

In my most recent position, I created a spreadsheet that listed banks and routing numbers to expedite processing of expense reports. On a regular basis, I uploaded and reconciled monthly phone bills for approximately 200 branches and 4 operational centers; total billing amounts were coded for various departments and branches as required. 

I feel confident that I will prove valuable to your company, and I respectfully submit my resume for your review. I would love to meet to discuss your upcoming goals and how I can help you achieve them. I will make myself available at your convenience and look forward to your call. 

Thank you for your consideration. 

Sincerely, 
Rammy W. Chester 
























Adapted from Big Interview
100 High Street
West Chester, PA 19383 

Owen J. Roberts School District 
901 Ridge Road 
Pottstown, PA 19465 

March 22, 20XX

Dear Hiring Committee, 

Thank you for taking the time to review my resume. I would like to begin my career in early grades education with Owen J. Roberts School District because of its great reputation for inspiring excellence in students. I will be receiving my Bachelor of Science in Education, Pre-K through 4th grade, along with a minor in Middle Grades Mathematics in May 20XX. My education at West Chester University, student teaching experience, and professional involvement has prepared me to be an early grades teacher. I believe I possess many pertinent skills and characteristics that would enable me to be a great asset to your school district. 

During my student teaching experience at Octorara Elementary School, I was able to apply a broad range of teaching strategies. I created and taught engaging hands-on lesson plans in daily academic subject areas. To promote student responsibility for their learning, I incorporated higher order thinking questions and problems in my lessons. In addition, to meet the needs of all my students, I implemented a variety of classroom management techniques including table points, aspects of Whole Brain Teaching, and relaxation methods. I played an active role throughout the school by leading Read Naturally Groups, participating in school activities, attending staff meetings, partaking in IEP and Child Study meetings, and joining in parent-teacher conferences.  

I truly believe every child has tremendous potential to be a successful learner.  As an educator, I encourage that potential through inquiry, exploration, and higher order thinking. I believe in maintaining a safe, supportive classroom where each child can feel respected and accepted.  As an educator, I feel that trial and error drive each student’s learning process. Instead of instilling a fear of mistakes, I will show students how to turn each error into a learning experience. I value students’ individual needs and strive to differentiate for these diverse learners. 

Children have the power to grow up and be whoever they want to be. I would love the opportunity to teach and influence the students at this school district to sincerely share this belief. I am very excited to learn more about this opportunity and share how I will be a great fit for this position.  Thank you very much for considering me for it. 

Sincerely, 

Rammy Chester

